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Want to ensure that your university gets the highest quality and most cost-efficient lab pack services? 
The process starts with a clear, well-written request for proposal.

A poorly written RFP has real costs:
	Fewer bidders are likely to respond due to unclear requirements, leading to a less cost competitive 

award.
	Bidders may inflate their costs to cover contingencies they’re uncertain about due to an unclear scope of 

work.
	A winning bidder that discovers the actual work is different from what it anticipates may be incented to 

inappropriately cut costs to serve the account or may seek to end the contract earlier than anticipated.

On the other hand, a well-written RFP has a number of benefits:
	More potential contractors are likely to bid on it, providing the institution more choices and a less 

expensive contract award.
	The RFP solicitation, answer and review process will likely go faster and more smoothly, with fewer 

potential questions from bidders.
	The winning bidder will provide a higher level of service and efficiency because the contractor will have 

accurately scoped the work during the proposal process.

There are several things universities can do to ensure their lab pack RFPs are clear, well defined and 
conducive to generating the highest number of cost competitive proposals.

	Precisely define the types of substances, amounts and container sizes involved. For example, a vague, 
general term such as “flammable liquid” can refer to a wide variety of common lab materials that require 
different levels of handling. 

Example 
Unclear description: “Flammable liquids”

Clear description: Isopropyl alcohol Turpentine Xylenes in 500 mL 
glass containers; Acetic acid Kerosene in 2L plastic containers.

TIP: If you’re not sure what substances may be involved it may be helpful to speak directly with 
lab managers or even take photographs of the substances in question to include with the RFP.

	If requiring the bidders to submit information on your own institutional form, provide downloadable, 
reader-enabled PDFs (which have forms that can be filled out by the contractor) or downloadable 
Excel spreadsheets. This helps ensure compliance by the widest number of potential bidders and makes the 
proposal process more efficient. A more efficient proposal process will result in more bidders and, probably, 
more cost competitive proposals.

http://magnetic-ideas.com


Better University Lab Pack RFPs: A Checklist

www.ecoflo.com

	Provide detailed instructions about how to fill out or respond to your RFP. Bidders see a wide 
variety of RFPs from a wide variety of institutions, and those RFPs have wide variations in terms of 
their requirements. A list of detailed instructions or a checklist of key requirements is helpful to bidders 
responding to the RFP.

	If changing or updating a bid template, review all aspects of the resulting RFP. Too often parts of 
outdated bid templates are simply copied and pasted into new RFPs, unintentionally creating inconsistent 
and unclear requirements. 

TIP: If you are re-using parts of an old RFP from a different kind of purchase (ex. construction 
services), carefully review it to ensure it’s still applicable to the new lab pack service. 

	Avoid redundancies and don’t require duplicate information. Requiring the same information in 
multiple areas increases time and costs for both the bidder and you. Requiring redundant information such 
as both bios for a “Proposed Project Team” and an organizational chart with a list of “Key Individuals” is 
unlikely to add value to the proposal, but it will add to the stack of documents your bid reviewers will have 
to examine.

	Provide specific dates on the cover page for when questions are due, when the bid is due, and the 
latest date by which the issuer will issue any addendums or changes to the RFP. It is helpful to provide 
specific contact information (ex. “For questions, email purchasingmanager@university.edu”). Being clear 
and explicit about what information or inquiries you will accept through different contact methods will 
reduce wasted effort for both you and your bidders. 

Example of clear deadlines on cover page: 

Submit offer by:    8/26/2013 by 3 p.m. 
Questions must be received by:  8/14/2013 by 2 p.m.

Conference type:   Pre-proposal/non-mandatory
Date and time:    Aug. 13 at 2 p.m.
      University Purchasing Dept.
      123 Higher Education Drive

TIP: If you don’t want to receive graphics or visual information via fax, 
but would prefer to receive it as a digital file via email, state that in the RFP.


